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Health & safety policy 

For St Luke’s Church, 46 Cell Barnes Lane, St Albans AL1 5QJ 

Version: 7.3 Date Approved: 1st May 2018 

Approved by: PCC/Standing Committee Last review:  Mar 2018 

Last reviewed by: Standing Committee Review date: Mar 2019 

Last Updated by: - Kathryn Walker Update Status: - Definitive 

Signed: …………………………………………….. Role: …………………………………. Date: ……………………… 

 

This document has been prepared in accordance with the provisions of the Health and Safety at Work etc. 

Act 1974 and the regulations made under it. 

Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working 

conditions, equipment and systems of work for all our employees, casual labour and voluntary helpers, and 

to provide such information, training and supervision as they need for this purpose. 

We will also endeavour to ensure, so far as is reasonably practicable, the health, safety and welfare of all 

members of the congregation, contractors, visitors and others who may visit the church and any associated 

buildings. 

The allocation of duties for safety matters and the particular arrangements that we will make to implement 

the policy are set out below. 

The policy will be kept up to date, particularly in the light of any changes to our buildings or activities. To 

ensure this, the policy and the way in which it has operated will be reviewed regularly and the appropriate 

changes made. 
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The Health & Safety Policy 

Areas Addressed by this Policy 

List of Current Responsible Persons 

List of Current Qualified/trained First-aiders 

Responsibility of the Vicar 

Responsibility of the Churchwardens 

Responsibility of the Parochial Church Council 

Responsibility of the Health and Safety Officer 

Responsibility of employees and voluntary workers 

Accidents and first aid 

Fire safety 

Electrical safety 

Gas equipment safety 

Hazardous substances 

Slips, trips and falls – condition of floors, steps and 

paths 

Lighting  

Working at high levels 

Preparation of food 

Manual handling –lifting, carrying and moving 

loads 

Display screen equipment 

Hazardous buildings/glazing 

Child protection 

Personal safety 

Risk assessments/activities 

Contractors 

Information and enforcement 

Health and Safety Law poster 

 

Responsibility of the Parochial Church Council 

Overall responsibility for health and safety is that of the Parochial Church Council, who will ensure that 

arrangements are in place to satisfy health and safety regulations and appropriate Codes of Practice. 

Specific responsibilities may be delegated to church personnel. As new projects emerge, the names of 

responsible persons will be notified and the list amended accordingly. 

 

Responsibility of the Churchwardens 

Responsibility to ensure that the arrangements outlined in this policy are carried out and updated as 

necessary is with the Churchwardens. 

 

Responsibility of the Health and Safety Officer 

Day-to-day for the implementation of the arrangements outlined in this policy is the responsibility of the 

Health & Safety Officer. 

 

The responsibility of the health and safety officer shall be to: 

 be familiar with health and safety regulations as far as they concern church premises 

 be familiar with the health and safety policy and arrangements and ensure they are observed 

 ensure so far as is reasonably practicable, that safe systems of work are in place 

 ensure the church and hall, if applicable, are clean and tidy 

 ensure the church car park is properly maintained 

 ensure that safety equipment and clothing is provided and used by all personnel where this is 

required 

 ensure that all plant, equipment and tools are properly maintained and in good condition and that 

all operators have received the appropriate training 

 ensure that adequate access and egress is maintained 

 ensure adequate fire-fighting equipment is available and maintained 

 



 

Page 5 of 14 

Responsibility of the Food Safety Officer 

 Ensure that our Food Safety Policy (see “Preparation of food” below) is implemented, 

including the Food Safety regulations as stated in “Safer Food, Better Business”, and as 

advised by the Business Compliance Officer of St Albans District Council 

 To carry out the Food Safety Officer’s cleaning and maintenance responsibilities, as stated 

in the Cleaning and Maintenance Schedule for the kitchen (see ‘pink’ folder in church 

Office). 

Responsibility of employees and voluntary workers 

All employees and voluntary workers have a responsibility to co-operate in the implementation of this 

health and safety policy and to take reasonable care of themselves and others whilst on church business or 

premises. 

Employees and voluntary workers must therefore: 

 comply with safety rules, operating instructions and working procedures 

 use protective clothing and equipment when it is required 

 report any fault or defect in equipment immediately to the appropriate person 

 report all accidents (however minor), injuries, near misses or other potential safety hazards as soon 

as possible 

 not misuse anything provided in the interests of health and safety 

 

Accidents and first aid 

First aid boxes are located in:  
Lower hall kitchen, Upper Hall kitchen and 

Cabin 

The accident book(s) is/are located in: 
Lower hall kitchen, Upper Hall Kitchen and 

Cabin 

 

All accidents and incidents are entered in the accident book or on an Accident report form and our insurers 

advised. Ensure included in ‘checklist’ of tasks. 

If the church or church hall is let to outside organisations, they are told in writing (within our booking T&Cs 

form) that in the event of an accident, details must be entered in the accident book. Accident books and 

accident records are regularly reviewed. 

Fire safety 

Our policy is to fulfil our obligations under the Regulatory Reform (Fire Safety) Order 2005. In order to 

achieve this, we undertake the following: 

 Make sure fire doors are unlocked and check they can be opened 

 an assessment of the fire risks in the church and associated buildings and the risks to our 

neighbours. This is carried out either as a specific exercise or as part of our general health and 

safety risk assessments 

 a check that a fire can be detected in a reasonable time and that people can be warned 

 a check that people who may be in the building can get out safely including, if necessary, the 

provision of emergency lighting and fire exit signage 

 to provide reasonable firefighting equipment 

 a check that those in the building know what to do if there is a fire 

 a regular check that our firefighting equipment is in place and is serviceable, and that there is an 

annual maintenance contract in place with a reputable company 
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Fire extinguishers 

A list of fire extinguishers by location and type is set out in the Appendix. 

The extinguishers noted are checked every month by the responsible person to ensure that they are still in 

place and have not been discharged. 

The extinguishers noted above are checked annually by Interserve 

 

Other fire protection equipment 

Fire and smoke alarms protect the Upper Hall, and Cabin. 

Fire blankets are kept in the lower hall and upper hall kitchens. 

Evacuation procedure 

Fire Action Notices can be found on the lectern and in each room that can be hired. 

The evacuation procedure is as follows: 

 In the event of an emergency (fire/bomb threat, etc.), an announcement to leave the building will 

be made by the vicar / service leader / event leader 

 Persons will assemble in the Vicarage garden. The emergency services will be contacted 

immediately by a nominated person  

All employees and voluntary workers should ensure they are familiar with escape routes and ensure these 

are kept clear and unobstructed. 

If you discover a fire (no matter how small) 

 Immediately raise the alarm 

 Telephone the emergency services 

 Check the building for occupants 

 Attack the fire if possible and within your capability, using the appliances provided, but without 

taking personal risk 

 If not possible to attack the fire or if you are unsure which fire extinguisher to use, assist in the 

evacuation of the building, ensuring that all doors are closed behind you. The general rule is people 

before property 

 Evacuate to the designated assembly point 

 Ensure clear access for the emergency vehicles 

 

Electrical safety 

Misuse and abuse of electricity is a significant cause of fires and injury. Faulty electrical equipment can kill. 

Every quarter plugs, cables and sockets will be inspected by the responsible person to ensure that there are 

no loose connections, worn flexes or trailing leads. Any repairs needed will be reported for action. 

Every year a visual inspection will be carried out of the fixed electrical installation by the responsible person.  

Any defects will be reported for action. 

Every five years, our fixed electrical system will be inspected and tested by a competent contractor who is a 

‘Full Scope’ member of the NICEIC, ECA or NAPIT. Any necessary remedial work will be carried out. 

Every year all our portable electrical equipment will be tested by a competent person with an appropriate 

level of electrical knowledge and experience who has the correct equipment to complete the tests, knows 

how to use it and can correctly interpret the results. Any unsafe equipment will be safely disposed of. 

Equipment brought in by hall users (internal or outside groups) to be PAT compliant with this policy. 

All employees and voluntary workers must observe the following: 

 Visually check all electrical equipment before use 
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 Report all faults immediately to the responsible person 

 Do not attempt to use or repair faulty equipment 

 Electrical equipment should be switched off and disconnected when not in use for long periods 

 Flexible cables should be positioned and protected so that they do not constitute a tripping hazard 

and are not subject to mechanical damage 

Gas equipment safety 

Our gas boilers and any other gas equipment is maintained and checked annually by a competent 

contractor who is registered with the Gas Safe Register. 

Any necessary work required for safety is implemented immediately. 

 

Hazardous substances 

Where possible, we have eliminated the use of hazardous substances. Where this is not possible, our safety 

arrangements are as follows: 

For all hazardous substances, which include substances marked as ‘harmful, irritant, corrosive, toxic, very 

toxic, flammable, highly flammable, extremely flammable, explosive, oxidising or dangerous for the 

environment’, data sheets or product information provided by the manufacturers are used to determine the 

correct method of use, protective clothing needed, method of storage, and action to take in the event of an 

accident. 

 

Slips, trips and falls – condition of floors, steps and paths 

In order to reduce as far as is reasonably practicable the risk of slips, trips and falls, an inspection will be 

made every six months by the responsible person of 

 all floors and stairs in the church and hall, and 

 all paths and steps in the church car park 

Particular note will be made of moss, algae and leaves on paths. Any defects will be reported to the 

responsible person who will arrange for repairs or remedial measures to be carried out. 

 

Lighting 

In order to ensure that the church is adequately lit, an inspection will be made every month by the 

responsible person to ensure that all lights in the church, hall and churchyard are working. 

Any bulbs that require replacing will be reported to the responsible person who will ensure that the bulbs 

are replaced following appropriate safety procedures. 

 

Working at high levels 

The following areas are designated as high levels: 

Interior: Ceiling of main church  

Exterior: Roof of the upper hall and main church building 

Only PCC approved contractors may work at high level, apart from the exceptions below. 

Only the following work is authorised to be done by church members provided that there are always two 

people present who have the churchwardens’ permission and sufficient knowledge to use the tall step 

ladders, only one of whom may be working at height at any time:” 

 Adjustment of lighting in the church 

 Maintenance of the wall–mounted projector in church 
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Preparation of food 

Food Hygiene Regulations apply when food is provided for any purpose, whether prepared on, or off, the 

premises. 

We ensure that we follow the appropriate regulations governing the preparation and storage of foodstuffs. 

(FSA document:  Safer food, better business for caterers.  Product code ESA/1108/0712). A copy is 

available from the office.  

We ensure that all food handlers have received adequate instruction: 

 Each church activity which provides food for the public, (other than drinks and biscuits) should be 

led by at least one person with a current “Food Safety in Catering, Level 2 Award”. It is this 

person’s responsibility to make sure that other volunteers have received adequate instruction and 

to update the Staff Training Record of “Safer Food, Better Business” accordingly 

 All those involved in serving/preparing food for church events, both public and private, should 

either hold a “Food Safety in Catering Level 2 Award” or have received training from a qualified 

instructor or from their group leader 

 All church members providing home-cooked food for church events will be given relevant food 

safety information 

 The Food Safety Officer is responsible for the implementation of the Food Safety Policy 

We ensure that all hirers who wish to provide foodstuffs are advised of the facilities and procedures. 

 

Manual handling –lifting, carrying and moving loads 

Our policy is to eliminate the need for manual handling as far as is reasonably practicable. 

Where it is not possible to avoid the need to move loads, we will carry out risk assessments and make use 

of lifting aids, including trolleys, lifts and hoists as far as possible. 

The necessary training will be given to all those employees and voluntary workers who are required to 

undertake manual handling. 

Only those persons who have received the appropriate training are authorised to undertake manual 

handling tasks. 

 

Display screen equipment 

Our policy is to assess the risks to all habitual users of computer workstations and to reduce those risks to 

the lowest level possible. 

The following factors will be considered when carrying out risk assessments: 

 stability and legibility of the screen 

 contrast and brightness of the screen 

 tilt and swivel of the screen 

 suitability of keyboards, desks and chairs 

 the work station environment 

 the user-friendliness of the software 

Daily work routines will involve periods away from the screen. Where necessary, risk assessments will be 

carried out by the responsible person. 

 

Hazardous buildings/glazing 

Our policy is to ensure that our buildings are safe and without risks to the health, safety and welfare of all 

who work in and use them. In order to achieve this, the buildings are inspected every (eg quarter) by the 

responsible person. 

Any defects noted are immediately reported to a Churchwarden and the procedures put in hand for repairs. 
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Where necessary, temporary measures are taken to ensure that there is no risk of accident or injury until 

permanent repairs can be carried out. 

An asbestos review was carried out in 2014 and should be referred to before any major building works 

commence.  

Car park 

Our policy is to maintain the condition of the car park and its environs to ensure as far as practical the 

safety of car users and pedestrians/cyclists.  This includes: 

 Maintenance of car park surface and gate 

 Maintenance of exterior lighting 

 Maintenance of markings etc. 

 Maintenance of hedges etc. 

Ultimately responsibility for access to and usage of the car park rests with individual users. 

 

 

Personal safety 

Risk assessments need to be undertaken to assess the risks to persons working alone in the church, for 

those in positions of responsibility travelling to and from church, for organised trips, for those with 

responsibilities accepting persons into their homes and for handling cash and other valuables.  Procedures 

must be drawn up, including the appropriate control measures. Every six months, Churchwardens will 

assess personal safety of the Church Administrator. 

 

Risk assessments/activities 

Risk assessments will be carried out on all areas of the church premises and all activities that carry a 

significant risk at regular intervals by a competent person in order to meet our obligations under The 

Management of Health and Safety at Work Regulations 1999. 

Service leaders and preachers will be reminded termly to consider if a risk assessment will be necessary for 

a particular service. 

The following activities are examples that will require risk assessments: 

 Candle-lit services 

 firework displays 

 fêtes, including the use of bouncy castles 

 sponsored walks, visits and outings 

 erection of temporary staging 

 

Contractors 

Anyone entering church premises for the purposes of carrying out work, other than an employee or 

voluntary worker of the church, will be regarded as a contractor. 

All contractors, including the self-employed, must abide by the following: 

 have their own health and safety policy (where required by law) and be able to provide a copy of 

the same  

 produce evidence that they have appropriate Public and Employers’ Liability insurance in place. A 

record of this evidence will be maintained 

 comply with all the requirements of this health and safety policy and co-operate with the church 

officials in providing a safe place of work and a safe system of operation 
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 where plant and machinery is brought onto the church premises by contractors, they must be able 

to show where necessary that the equipment has been inspected and tested to ensure its safe 

operation 

 contractors may only use sub-contractors or persons other than their own direct employees with 

the express permission of the church officials. However, responsibility will remain with the 

contractors 

 all contractors will be given detailed instructions regarding the areas where they are permitted to 

work and the extent of the work they are authorised to undertake. This ‘permit to work’ will also 

specify any safety precautions they must undertake 

  

Information and enforcement 

Environmental Health Service Information: 

Environmental Health Department 

St Albans City and District Council  

Civic Centre  

St Peters Street  

St Albans  

Hertfordshire  

AL1 3JE 

Tel: 01727 866100 

 

Employment Medical Advisory Service Information: 

Woodlands 

Manton Lane 

Manton Lane Industrial Estate 

BEDFORD 

MK41 7LW  

Tel:   01234 220633 

 

Health and Safety Executive: 

Contact: http://www.hse.gov.uk/contact 

HSE Books: https://books.hse.gov.uk 

Health and Safety Law poster 

A copy of the HSE poster ‘Health and Safety Law – what you should know’ is displayed in the Church Office. 

 

Appendix – hall hire health & safety guidelines 

Responsibility of hall hirers 

All hall users have a responsibility to co-operate in the implementation of health and safety policy and to 

take reasonable care of themselves and others whilst on church business or premises. 

 

Hall hirers must therefore: 

 

 comply with safety rules, operating instructions and working procedures 

 use protective clothing and equipment when it is required 

 report any fault or defect in equipment immediately to the appropriate person 

 report all accidents (however minor), injuries, near misses or other potential safety hazards as soon 

as possible 

 not misuse anything provided in the interests of health and safety 
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Accidents and first aid 

First aid boxes are located in:  Lower hall, Upper Hall and Cabin kitchens 

The accident books are located in: Lower hall, Upper Hall and Cabin kitchens 

 

All accidents and incidents are entered in the accident books or on an Accident report form. Accident books 

and accident records, including Little Stars’ accident book, are regularly reviewed. 

 

Fire safety 

Fire extinguishers 

Fire extinguishers are kept in the following locations: 

Location Type of extinguisher 

Entrance hall Foam 

CO2 

Church Water 

CO2 

Lower hall Foam 

Powder 

Lower hall kitchen CO2 

Upper hall Foam 

Upper hall kitchen CO2 

Upper hall landing Foam 

Cabin lobby Foam 

Cabin main room Foam 

CO2 

 

 

Appendix – health and safety checklist 

 

Items - maintenance Date 

checked 

Checked by Renewal 

date 

Comments 

Fire extinguishers     

Fire exits     

Fire blanket     

Heating system     

Electrical system     

PAT testing     

AV system     

First Aid kits     

Kitchen appliances     
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Hazardous substances     

Windows     

Lighting     

Display screen     

Car park     

Doors, locks & keys     

Windows     

Lighting     

Display screen     

 

 

Items – Policy 

(regular) 

Date 

checked 

Checked by Renewal 

date 

Comments 

Child safeguarding policy     

Accident book     

 

 

Items – Policy 

(ongoing) 

Date of latest printout & 

report  to PCC (usually 

January) 

Checked by Comments 

DBS checks    

 

Appendix – Risk Assessment Proforma 

 

Event : ………………………………………………………………………………………………. 

 

Date : ……………………………………………………………………………………………….. 

Hazard 

Identified & 

Risks Arising 

Persons at Risk How Is The Risk 

Controlled? 

What Further 

Controls Are 

Needed? 

Person 

Responsible for 

controls 

Review Date & 

Revisions Made? 
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Appendix – Responsibilities 

 

The following are responsible for safety in particular areas: 
 

Accident book Health & safety officer 
Accident reporting Event organiser 
Fire extinguishers Health & safety officer 

Emergency evacuation Health & safety officer 
Portable electrical appliances Health & safety officer  
Fixed electrical system Health & safety officer  
Gas equipment Health & safety officer 
Hazardous substances Health & safety officer 
Condition of floors and stairs Caretaker 
Condition of car park Caretaker 
Light bulb changing Caretaker 
Working at high levels Health & safety officer 
Food Safety Policy Food Safety officer 
Food preparation Event organiser 
Manual handling Health & safety officer 
Display screen equipment Health & safety officer 
Building defects/glazing Caretaker 
Child protection Child Protection Officer 
Personal safety Health & safety officer 
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Fêtes and outings Event organiser 
Contractors Health & safety officer 
Choirs/music Worship development leader 
Health and safety training Health & safety officer 
 

 

Appendix – Fire extinguisher monthly checklist 

 

The extinguishers should be checked every month to ensure that they are still in place and have not been 

discharged: 

 

Location Type of extinguisher Checked? 

Entrance hall Foam 

CO2 

 

Main hall Water 

CO2 

 

Lower hall Foam 

Powder 

 

Lower hall kitchen CO2  

Upstairs hall Foam  

Upstairs hall kitchen CO2  

Front stairs Foam  

Cabin lobby Foam  

Cabin main room Foam 

CO2 

 

 

 

Risk assessments/activities 

The following activities will require risk assessments: 

 fêtes, including the use of bouncy castles 

 sponsored walks, visits and outings 

 erection of temporary staging. 


